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1. Click on “Add Application”.

2. Acknowledge statement.



1. Complete “Project 
Information” section.  

Project Name and Your 
Role are mandatory fields.

2. Complete “Property 
Owner Information” 
section.  Note: this 

information is for the 
legal owner of the 
property, NOTthe 

lessee/tenant.

If the property owner is 
a business, complete 

this section of the form 
naming a contact 

person (an individuals 
first and last name) for 
the property owner.

3. In the “Select 
Permit Category,” 

section select 
“Underpinning”.  

Click on the icon at 
the end of the option 
for more information 

on that option.

4. Read and sign 
the “Affidavit”.

5. Click to 
continue.



1. Enter the property 
address.

2. Enter the Estimated 
Cost, Area, Existing and 

Proposed Height.

4.  Enter the 
description of work.

5.  Click “Next”.

3.  Enter the Existing & 
Proposed Property Use.



1. Click here to see the 
underpinning 
requirements. 3.  Click “Next”.

2. Click here to upload 
the required 
documents.



1. You can click to browse for your file or drag your file to this location.
Note: Documents must be in a PDF format.

3.  Click “Close” when file is uploaded. 

2. The uploaded file will be listed here.



1.  Click “Next”.



1. Click here to add the contractor.



3. Enter the contractor name/license number and 
then click “Add”.

4.  The contractor name will populate on the 
“Contractor List” or on the “Pending 

Contractor List”.

2.  Select the “Prime Contractor”.

1.  Click the down arrow.

5. Click the “X” to close the 
window.

Note: Underpinning permits require a 
licensed contractor.  For 1 to 3 family 
dwellings it must be an MHIC contractor.



1. Click “Submit” to submit your 
application for review.



1. Review your permit description.

2. Click “Submit” to submit the 
application for review.  Click “Cancel” if 

you need to make changes to the 
application.

NOTE:  Correspondences on the permit will be made via email so check the email account used to create this application.



THANKS!

@BmoreDhcd


